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FI RE COVMMUNI CATI ONS OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Enpl oyees in positions of this class performentrance-1|evel work
in operating communications equipnent, keeping records, and
other duties in the communications center of the fire
departnment. They answer fire tel ephones, dispatch fire fighting
equi prent, and keep sinple records of these activities foll ow ng
department procedures. Duties of this class are non-supervisory
in nature and require the ability to act i ndependently foll ow ng
standard operating procedures. Comrunications officers report
to and have work reviewed by the Chief Fire Comunications
O ficer.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned., neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Answers tel ephone and secures the npbst accurate information
possi bl e for any incident fromcaller; |ocates street address on
map or in street file; determ nes the correct unit(s) to be
di spatched and any other pertinent information by checking
address in a cross- reference file, log, or mcrofiche file;
transmts information on fire by tel ephone, public address, or
tel etype, and di spatches unit.

Keeps track of Jlocation and condition of each unit at all
tinmes; receives and transmts nmessages to and fromthe fire
scene and to and fromrel ated departnent personnel; notifies all
specified officers or special units of all working fires.

Cal I's anbul ance service, utilities conpany, etc., for assistance
at the fire scene or in energencies, when necessary.

Recei ves energency calls of a non-fire nature and responds
appropriately.

Tests equi pnent such as fire radios, fire telephones, alarm
bells, public address systens, recording equipnent, or alarm
boxes as prescribed by departnment policy.

Keeps logs, records, files, and lists by making entries on a
regular basis or by periodically reviewing and updating
i nf or mati on.

Files reports forms, cards, |ogs, tapes, or other itenms for
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future reference; conpiles permanent records, either witten or
t aped, of all working fires.

Notifies repair crew or supervisor of any malfunctioning
equi prment .

Trains new communi cations officers by giving denonstrations,
assisting with work performance, or supervising work perfornmed
during training period.

Prepares for shift change by briefing oncom ng shift or by being
bri efed by out going shift, checking records fromprevious shift,
or assenbling necessary supplies and equi pnent.

Perfornms rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess ot herwi se specified, all requirenents nust be net before

adm ssion to exam nation.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and passing a civil service exam nation for the position.

Must not be |ess than twenty-one (21) provided, however, that
such age I|imt shall not apply to regular and pernmnent
enpl oyees of the Monroe Fire Departnment.

Must have graduated from high school or possess a valid high
school equivalent certificate issued by the State Departnent of
Educati on.

Must satisfactorily pass nedical examnation assuring good
heal th and physical abilities sufficient, in the opinion of the
board, to indicate satisfactory performance of required work of
this class, before appointnent from enploynent |ist.
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